Digitization Check List

1> Look up items in Finding Aid assigned from queue

2> Start a new note file using the NGSW Template

3> Paste  preliminary information into note file from finding aid

4> Assign new file name to note file (and bitwav if not using Cool Edit)

5> Retrieve item from VVL

6> Load  tape on machine and queue segment

7> Transcribe first sentence or phrase while checking levels

8> Start record utility and tape playback

9> Complete first page of note file and save

10> Open new wav file (if not already in Cool Edit)

11> Spot check audio and edit lead-in/lead-out

12> Enter header information

13> Re-save wav file in folder with note file, magic record and/or finding aid 

14> Save RealAudio and mp3 formats to folder if status is “1”, public domain

15> Create folder on \\AV1\Dnotes server to hold a copy of note file

16> Create folder on RealAudio Server to hold a copy of RA file

17> Create folder on RealAudio web server to hold the RAM file

18> Move folder with all items to CD(s) when finding aid is complete

19> Enter work completed for each work shift in Daily Log file

20> Create labels for CD(s) and tapes

